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Chief, Management ‘taff 8 July 1957

Chief, Records Mensgement Staff

Weekly Report - Week Fnding 3 Jﬁl‘! 1957

1. Contributions

Be

b.

Tengible

(1) Ths Records Center received 129 cublc feet of
inastive records :nd sliminated 72 cuble feet. 5
scotions of shelving bave been erected in one of the
sisles in order to provide for the storsge of records
until the nev sddition is completed.

(2) Completed 16 pew and rewvised formsy 5 forms vere made
obsolets. ’

{3) sssisted the Medicsl Office in retiring insotive
records to the Center.

Intangibla
(1) Completed the evelustion of 3 Psployee Suggestions.

2. Asalgmments (detive)
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-2

f.

Revieu of Record: Control Schedule, Office of Persouncl..”
Review of Piling System, Swggestion ivards Staff, .
Use of Shelf Filing - Industris] Register.

Use of Shelf Filing - Biographic Reglster. A Charge-Cut
folder for use in conjunction with the 3belf File
Installation hxs’'been selected snd an order placed for
the required quantity.

Use of Shelf Filimg - Cffice of Jecurity. 1 seotion of
shelving hes been instelled for test purpeses.

Instellation of Filing iystes, OGI. Imstallztion of
Subject Humeric System in ¥E Diviaion started. Reviev
of system instelled in A5 and Medicel Divisions indicates
systems working satisfactorily.. -

b, e
it

ars

Declassified in Part - Sanitized Copy Approved for Release 2012/08/13 : CIA-RDP70-00211R000900070086-0




Declassified in Part - Sanitized Copy Approved for Release 2012/08/13 : CIA-RDP70-00211R000900070086-0

-

14 new and reviaed forms in pregess, including s speeisl
one for _Ijui/DDE,

Use of 3helf Filing CI Maff/: .

aview of Records Control Schedule, .DF.
feview of Vital Personncl Escords.
iscords Dispositicn Survey, Commerclszl Staff.
Use of shelf Filing, Offigs of Loglstlos.
Hevs
&. 3 members of t is staff visited the Business Machines

Fxhibit of the Intermstionel Cost Accounts Conference
at the Shereton Park Hotel,

Iraining ’

uring the month of Jﬁna, 532 bours were sp-nt by nembers
of this steff in Cn-the-Job,0TR conducted and OIR sponscored

treining, This amounted to 14% of the total svalleble
hours, :

MGT/R/RMS \ £im (2 July 57)
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